














Whe Qualifies 
Gor CPS? 


The best things in life are free. They cannot 
be bought. They must be earned. 


Not even the wealth of Croesus can buy a 
Purple Heart, a Croix de Guerre, a Congressional 
Medal of Honor, an M. D., a Ph. D., or a CPA. 
They stand for ACHIEVEMENT — achieve- 
ment not tinctured by sham or pretense or hypoc- 
risy. In the light of their lustre, the glitter of mere 
gold becomes a dull glow. 


This is the ideal behind the degree of CPS. 
This is why only members of the Order of the 
Quill, the select inner circle of NSA, have the 
right to add CPS to their signatures. It is why 
eventually employers probably will ask every 
applicant for a secretarial position whether she is 


a CPS. 


Nobody questions the preeminence of Aline E. 
Hower in the field of letter writing. Intrenched 
is her reputation as America’s greatest authority 
on the art of writing effective business letters. 
It is she who passes judgment on the letter-writ- 
ing ability of every applicant for membership in 
the Order of the Quill, and it is only on her rec- 
ommendation that the coveted QUILL is awarded 
to those who thereafter can append CPS to their 
names. 


Secretarial science is in its infancy. The line 
of demarcation between secretary and _ steno- 
grapher is still no clear-cut division in the public 
mind. We must change this! We must dignify 
secretarial work as a profession. Therefore, to 
yourself, and to the profession of which you are 
a part, you owe the duty of qualifying at the 
earliest possible moment for the distinction and 
the honor of becoming a Certified Professional 
Secretary. 


Stunning decalcomania stickers, in the NSA colors of 
crimson and gold, will be available to all members early 
in 1946. In the center will be the NSA crest. Around 
the circular border will be the notation MEMBER OF 
THE NATIONAL SECRETARIES’ ASSOCIATION. 
The price will be 10c each. A sample, for display at a 
meeting, will be sent to each chapter president, who will 
be authorized to accept orders. This sticker is designed 
for easy transfer to office doors, automobile windows, desk 
tops, and other smooth surfaces. Display it proudly! It 
has a wonderful advertising value for your Association. 
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THE COVER 

Pictured on our cover this month are the officers of 
the recently installed chapter in Anderson, Indiana, 
and the Hon. C. D. Rotruck, mayor of Anderson. 
Appearing in the picture are (left to right): Hazel 
Campbell, national registrar who installed the 
chapter; Thelma Bancroft, treasurer; Edna Heinke, 
vice-president; Mayor Rotruck; Phama Martin, 
president; Martha Hellems, recording secretary; 
Lavina Reynolds, corresponding secretary. 
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Wings Chapter (Dayton, Ohio): for the cover design 
of FLIGHT, its bulletin, unquestionably the most attractive 
cover of the month. 


Minisa Chapter (Wichita, Kansas): for the impressive 
dinner meeting at which the guest speaker, Mr. John Grant 
of the Education Section of the Beech Aircraft Corpora- 
tion, discussed ““A Summary of the United Nations Charter’’. 


James Whitcomb Riley Chapter (Indianapolis, Indiana) : 
for the artistic illustrations in POTHOOKS AND TRAN- 
SCRIPTS, its bulletin, reminiscent of the Hoosier poet for 
whom the chapter is named. 


Abraham Lincoln Chapter (Springfield, Illinois): for the 
thoroughness with which it has drafted its constitution and 
by-laws and included with them a roster of its members. 


St. Paul Chapter (St. Paul, Minnesota): for its Boss 
Night Dinner at the St. Paul Athletic Club, an evening of 
merriment destined to live long in the memory of both the 
secretaries and the bosses. 


Atlanta Chapter (Atlanta, Georgia): for the first issue 
of its bulletin, cleverly christened NSAYINGS and contain- 
ing a highly inspirational message from its president. 


St. Louis Chapter (St. Louis, Missouri): for the inter- 
esting dinner meeting at which the guest speaker, Miss 
Esther Lee Bride of the Home Economics Department of 
the Union Electric Company, chose as her subject ‘Plus 
Values for Women in Business”. 


Magnolia Chapter (Baton Rouge, Louisiana): for con- 
tinuing to produce in SOUTHERN BELLE, its bulletin, 
one of the newsiest and best bulletins in NSA. 


Anacacho Chapter (San Antonio, Texas): for the in- 
teresting dinner meeting at which the guest speaker, Miss 
Marjorie Will, San Antonio's most prominent’ book re- 
viewer, reviewed “A Lion Is in the Streets’. 


Gasparilla Chapter (Tampa, Florida): for a very color- 
ful Christmas issue of GASPARILLA PARADE, its bul- 


letin. 


Hawthorn Chapter (Springfield, Missouri): for the 739 
hours its members have given to the Red Cross Hospital 
and Recreation Corps. 


Bill Darby Chapter (Fort Smith, Arkansas): for the 
hospitality extended to national registrar Zada Massenburg, 
whose visit in Fort Smith resulted in the addition of many 
new members to the chapter. 


Bir-La Chapter (Birmingham, Alabama): for the delight- 
ful dinner meeting at which the guest speaker was Miss 
Roberta Morgan, executive secretary of the Jefferson 
County chapter of the American Red Cross. 


General Forrest Chapter (Memphis, Tennessee): for 
volunteering to wrap Christmas packages for members of 
the armed forces at the USO every afternoon from 2 to 
5 during the three weeks preceding Christmas. 


Fort Phantom Chapter (Abilene, Texas): for the dedica- 


IN THE SPOTLIGHT 





tion of many unselfish hours in raising funds for Infantile 
Paralysis, Inc. 


Show Me Chapter (Jefferson City, Missouri): for the 
enlightening dinner meeting at which the guest speaker was 
Miss Francine Merrill of the Department of Speech of the 
University of Missouri. 


Coronado Chapter (Salina, Kansas): for the first issue 
of THE PONY EXPRESS, its bulletin, with a cover de- 
sign breathing the spirit of the old West. 


Sioux Chapter (Sioux City, Iowa): for the interesting 
dinner meeting at which the guest speaker, Major Richard 
ag spoke of his flying experiences in the South 

acific. 


Westport Chapter (Kansas City, Missouri): for chang- 
ing its bulletin, THE WAGON WHEEL, from mimeo- 
graph to print, the first bulletin in NSA to appear in 
such form. 


Douglas MacArthur Chapter (Little Rock, Arkansas) : 
for its impressive Anniversary Dinner, at which were in- 
stalled the officers for the new year. 


Gopher Chapter (Minneapolis, Minnesota): for the de- 
lightful dinner at which it entertained St. Paul Chapter at 
a joint dinner meeting, the guest speaker at which was 
Mrs. Mae Ernshaw, an instructor of the Charm School. 


Sal-Ute Chapter (Salt Lake City, Utah): for having 
completed one full year of regular visits to Bushnell Hos- 
pital to cheer invalided members of America’s armed forces. 


Will Rogers Chapter (Tulsa, Oklahoma): for the gala 
South American party, at which the guest speaker, Senor 
Harry Goldenberg of Chile, talked on “Vacationing in 
Chile and Argentina”. 


Pelican Chapter (Shreveport, Louisiana): for the artistic 
cover on the Thanksgiving issue of THE PELICAN, its 
bulletin, colorfully depictive of a cornucopia overflowing 
with the fruits of the harvest season. 


Lark Bunting Chapter (Greeley, Colorado): for the de- 
lightful Guest Tea, at which national registrar Jacquie 
Bennett was present to assist the chapter in adding several 
members to its roster. 


Con Brio Chapter (Bloomington, Illinois): for having 
lived up to the definition of CON BRIO (which means 
“with spirit’) in issuing the best bulletin of the month 
among the newer chapters of NSA. 


Blue Grass Chapter (Lexington, Kentucky): for the 
merry Boss Night Dinner at which the toastmaster was 
Mr. Tom R. Underwood, editor of the Lexington HERALD, 
and at which a program of dances was presented by a group 
of University of Kentucky students. 

Poppy Trail Chapter (Fresno, California): for a very 
educative issue of THE GRAPEVINE, its bulletin, in 
which Fresno as the metropolis of the San Joaquin Valley 
was most interestingly described. 


(Continued on Page 4) 
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Nashville Chapter (Nashville, Tennessee): for its delight- 
ful dinner meeting at which the guest speaker, Mr. Paul 
Mathis, State Conservation Commissioner, spoke on “The 
Future of Tennessee”. 

Cornhusker Chapter (Lincoln, Nebraska): for the im- 
proved format of KORNY KERNELS, its very clever 
bulletin. 

Charleston Chapter (Charleston, West Virginia): for 
having caught the spirit of Thanksgiving in the November 
issue of MIDLAND TRAIL, its bulletin, in a degree more 
marked than achieved by any other chapter. 


Secretarian Chapter (San Bernardino, California): for 


the expeditious manner in which so soon after its installa- 
tion it has planned the structure of what is destined to be 
a very successful chapter. 


Ozark Chapter (Joplin, Missouri): for its Nutty Party, 
a merry funfest highlighted by a delicious buffet supper. 


Great Plains Chapter (Cheyenne, Wyoming): for its 
very aggressive membership committee, which enlarged sub- 
stantially the chapter during November. 


Lake Shore Chapter (Chicago, Illinois): for the first 
issue of LAKE SHORE BREEZES, its bulletin, with a 
cover design highly appropriate to the Windy City, pictur- 
ing a demure lass holding tightly to hat and skirt. 


Until our magazine becomes larger, space will not permit mention of every chapter's activities every month. 





WE WELCOME 


El Paso, Texas—Installed November 27 by registrars 
Mildred Mitchell and Virginia Marquardt. Officers: Joe 
Dee Holmes, president; Bonnie Tucker, vice-president; 
Sadie Hellums, recording secretary; Louise Elliott, cor- 
responding secretary; Shirley Smith, treasurer. 


Columbus, Ohio—Installed November 29 by registrar 
Hazel Campbell. Officers: Anne Payton, president; Veva 
N. Stevenson, vice-president; Virginia Scouten, recording 
secretary; Mary L. Zuber, corresponding secretary; Hazel 
Mindling, treasurer. 


East St. Louis, Illinois—Installed November 28 by reg- 
istrar Jean Scholz. Officers: Rose Mary Neal, president; 
Alice Sneed, vice-president; Rita Gilligan, recording secre- 
tary; Margaret Mary Skinner, corresponding secretary; 
Josephine Bomba, treasurer. 


North Platte, Nebraska—Installed December 14 by regis- 
trar Jacquie Bennett. Officers: Erma Harvey, president; 
Emily Jurgens, vice-president; Inez Person, recording secre- 
tary; Jeanne Noble, corresponding secretary; Viola Hinnan, 


treasurer, 


Okmulgee, Oklahoma—Installed November 29 by regis- 
trar Audene Peddy. Officers: Betty M. Farris, president; 
Ruth B. Francis, vice-president; Lena Grubb, recording 
secretary; Ginger Sloan, corresponding secretary; Jeanne 
T. Rinaudo, treasurer. 


Toledo, Ohio—Installed November 1 by registrars Paul- 
ine Berry and Hazel Campbell. Officers: Marie Eikost, 
president; Leanor Morrison, vice-president; Veronica Klotz, 
recording secretary; Helen Faulkner, corresponding secre- 
tary; Helen Hecht, treasurer. 


Shawnee, Oklahoma—Installed November 16 by regis- 
trars Pauline Berry and Juanita Mitchell. Officers: Grace 
Robinson, president; Autis Lee Griner, vice-president; Mary 
Burns, recording secretary; Mary Ann Sykora, correspond- 
ing secretary; Gladyce Rochelle, treasurer. 


New Orleans, Louisiana—Installed December 11 by regis- 
trar Lelia Martinez, Officers: Elizabeth Rhoads, president; 
Alice T. Higgins, vice-president; Miriam Lois Bogel, record- 
ing secretary; May Berger Winteler, corresponding secre- 
tary; Kay Philippi, treasurer. 


Richmond, Indiana—Installed November 26 by registrar 
Jean Ward. Officers: Audrey Schroy, president; Mary 
Mathews, vice-president; Marie Meyer, recording and cor- 
responding secretary; Florence Robinson, treasurer. 
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PICTURE 
PARADE 


Jean Suther- 
land, presi- 
dent, Lake 

; Shore Chap- 
ter (Chica- 

’ go, Illinois) 


Members of Con Brio Chapter (Bloomington, 
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5 Illinois) 


Officers of Bir-La Chapter (Birmingham, Alabama). Left to right: Dorothy Knig*.., 
recording secretary; Martha Ramseur, vice-president; Julia Robertson, presiaent; 
Carrie Pattilo, corresponding secretary; Doris Earley, treasurer . 
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i Bf secauie Bennett, National Registrar 
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| : Dinner meeting of Poppy Trail 
Chapter (Fresno, California) 











As the hotel guest was signing the register, a 
small insect hopped onto the page. He put down 
his pen and told the clerk that he could not stay 
there. Asked the reason, he answered, pointing 
to the intruder: “Well, it’s bad enough when 
those little beggars attack you in the night, but 
when they come to see the number of your room, 
it’s a bit too much!” 


—LAKE SHORE BREEZES (Lake Shore Chapter) Chicago, Ill. 


Angry ‘Wife= “Now: that I have a mechanical 
refrigerator—see what you can do about a me- 
chanical stenographer.” 


—THE WAGON WHEEL (Westport Chapter) Kansas City, 


Missouri. 


A young business man, a deacon in his local 
church, was going to New York on a business 
trip, and while there was supposed to purchase 
a new sign to be hung in front of the church. 

He copied the motto and dimensions, but when 
he got to New York he discovered that he had 
left the paper behind. He wired his wife: “Send 
motto and dimensions.” 

An hour later, a message came over the wire 
and the new woman clerk, who had just come 
from lunch and knew nothing of the previous 
message, read it and fainted. 

The message read: “Unto Us a Child is Born. 
6 feet long and 2 feet wide.” 


—TEEPEE TALKS (Mauh-Nah-Tee-See Chapter) Rockford, 


Illinois. 


Farmer: ‘Be this the woman's exchange?” 
Woman: “Yes.” 

Farmer: “Be ye the woman?” 

Woman: “Yes.” 

Farmer: ‘Well then, I think I'll keep Lizzie.” 


—THE BULLETIN (St. Paul Chapter) St. Paul, Minnesota. 


Doctor (after examining the patient): ‘I don’t 
like the looks of your husband, Mrs. Brown.” 

Mrs. Brown: “Neither do I, Doctor, but he’s 
good to our children.” 


—THE BELLE RINGER (Woodworth Chapter) Port Arthur, 


Texas. 


New Steno: ‘Well, at last I’ve gotten a raise 
in salary.” 

Old Steno: “Honestly?” 

New Steno: ‘Oh, don’t be so inquisitive.” 
—FLIGHT (Wings Chapter) Dayton, Ohio. 


The town character had been given the job 





Best prom the Bulletins 


of polishing the courthouse lawn brass cannon 
at $10 a month to keep him busy and in spending 
money. After three months he reported to the 
paymaster that he was quitting. 

“Why, is the work too hard for you?” 

“Nope”, said the half-wit. 

“Do you want more money?” 

“Nope.” 

“Then why are you quitting?” 

The bum drew himself up and with haughty 
pride said: “I've saved my money and bought a 
brass cannon—lI'm going into business for myself.” 


—SOUTHERN BELLE (Magnolia Chapter) Baton Rouge, La. 


Woman (to grocer): “I don’t want the crackers. 
I hear that you let the mice run over them.” 

Grocer (storming): “That ain't so! The cat 
sleeps on these crackers every night.” 
—THE PONY EXPRESS (Coronado Chapter) Salina, Kans. 


A secretary, who had rented a typewriter from 
the current diminished supply, wrote the type- 
writer exchange the following complaint: 

“A wxxk ago I rxntxd onx of your typxwritxrs. 
I was vxry glad to gxt a typxwritxr, but not for 
long. You sxx, thx troublx is, xvxry timx I 
want an x, I gxt an x. But this is gxtting mx 
vxxxd, bxcausx whxn I want an x I want an 
x, not an x. It’s xnough to makx anyonx 
pxxvxd. How would you likx to gxt an x 
xvxry timx you wantxd an x. An x is an x, not 
an x. Do you sxx what I mxan? 

“What I would likx to know is whxthxr you 
will givx mx a typxwritxr that doxs not makx 
an x whxn I want an x. Bxcausx if you givx 
mx anothxr machinx that makxs an x whxn I 
want an x, you can havx thx sxnsxlxss thing 
back with all its x’s. An x is all right as an x, 
but an x is—oh, xxcusx mx!” 

—THE SALUTE (Sal-Ute Chapter) Salt Lake City, Utah. 


An Englishman and an American were travel- 
ling in the same compartment on the Liverpool 
Express. The former spoke not a word to his 
companion, who was the only other occupant of 
the compartment. Only when the train was 
crossing Runcorn Bridge did the American speak: 

“Excuse me, sir, but your tie is riding up over 
your collar.” 

“Well, what of it?” curtly replied the English- 
man. “Your coat pocket has been on fire for 
five minutes and I haven't bothered you.” 

—THE GUSHER (Redbud Chapter) Oklahoma City, Okla. 
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STORY OF THE MONTH 

January is named after Janus, the god of begin- 
ning, whose festival the Romans celebrated within 
the month. Janus is a double-headed deity, with 
one face looking. forward and: one looking back- 
ward, thus symbolizing the month, which in- 
spires thought of the past as well as of the future. 
The carnation is January's flower, and the garnet 
is its gem. 


Ww Ww Ww 


BUSINESS AND DINNER MEETING 


In January were born many famous men and 
women. Their accomplishments can inspire all 
of us. Therefore, it is suggested that the guest 
speaker at this meeting choose as his or her sub- 
ject one of the following: Alexander Hamilton, 
the financier; Edgar Allan Poe, the poet; Franz 
Schubert, the composer; Robert E. Lee, the sol- 
dier; Joan of Arc, the patriot; Benjamin Franklin, 
the philosopher; Francis Bacon, the essayist; 
Moliere, the dramatist. 


Ww Ww Ww 


CHARITY BAZAAR 

The NSA calendar calls for this as the special 
social activity of the month. It ought to be tradi- 
tional with every chapter. It is your chapter's 
opportunity not only to enjoy a gay evening, but 
also to bring joy to the hearts of the less fortunate 
in your community. Ransack your attic, or get 
busy with needle and thread, or delve into your 
purse for the purchase of some simple things 
which at your chapter’s Charity Bazaar can be 
raffled for funds which can then be contributed 
to some orphanage or other worthy institution in 
your city. Invite husbands and boy friends— 
and make them pay until it hurts! 


PAGE SEVEN 





STORY OF THE MONTH 

February derives its name from Februa, an 
ancient Roman event which fell on the fifteenth 
of the month and at which time the devout were 
supposed to purify themselves for the religious 
festivals to follow. Thus it was that the Romans 
named the month Februarius. The primrose is 
February's flower, and the amethyst is its gem. 


Ww Ww Ww 


BUSINESS AND DINNER MEETING 

February is the birth month of many persons 
who have left their mark upon our culture. There- 
fore, it is suggested that the guest speaker at 
this meeting choose as his or her subject one of 
the following: Abraham Lincoln, the statesman; 
Charles Dickens, the author; Thomas Edison, the 
inventor; Charles Darwin, the soldier; Susan An- 
thony, the suffragist; Felix Mendelssohn, the 
composer; Raphael, the painter. 


Ww Ww Ww 


VALENTINE DANCE 

This annual event on the NSA calendar can 
be, and ought to be, a night of carefree gaiety for 
every member of your chapter. Dedicate it to the 
art of Terpsichore. Trip the light fantastic! Shed 
the cares of business! Let husband or boy friend 
see you in your prettiest evening gown! What 
better night for dancing than when bright red 
hearts hang from every chandelier, and Cupid 
peers slyly round every corner? 


Financing your Valentine Dance is easy. Sell 
tickets to everybody of your acquaintance. Give 
your associates at the office an opportunity to 
see the gay side of NSA—and, incidentally, use 
the occasion to show your prospective members 
the fun in store for them in NSA. 








BETTER SPEECH 


by G. R. TurNER 


Alibi: Too often misused in the sense of ex- 
cuse. Alibi concerns having been elsewhere than 
at a certain stated place at a certain stated time. 
Providing an alibi means proving one’s where- 
abouts at a stated time. It is obviously incorrect to 
use this word in the sense of excuse, as ‘He al- 
ways had an alibi for his mistakes’. 


Alright: There is no such word in correct 
English. What is intended by it is all right, a 
phrase used adjectively to mean correct or satis- 
factory, and adverbially to mean correctly or 
satisfactorily, as ‘““The account is all right’. 


All the farther: All with the comparative of 
adverbs, all the farther, all the higher, all the 
_faster, et al, is not in acceptable use today. In- 
stead of saying “This is all the farther I go”, say 
“This is as far as I go”. 


Around: This is colloquial when used as an 
adverb. Instead of saying “Were you around 
when it happened”, say “Were you near when 
it happened.” It is frequently colloquial as a prep- 
osition. Instead of saying “He is travelling around 
the country”, say “He is travelling about the 
country’. 


Blame it on: It is illogical to blame a thing 
on a person, as “I blame it on him”. Both logic 
and correct speech demand that we blame the 
person directly, as ‘I blame him for that’. 


Data: This is a plural word. The singular is 
datum. Therefore, obviously incorrect is the use 
of this in connection with data, as ‘This data is 
difficult to obtain’. The modifier must be these. 
Otherwise we must say “This datum is difficult 
to obtain”. 


Feature: This word is a noun, not a verb. 
Only colloquially is it used as a verb, in the sense 
of give prominence to. Therefore, it is incorrect 
to say “That store is featuring nylons”. 


If you were me: Here is one of the most com- 
mon errors of grammatical case. It involves the 
old rule that a noun or pronoun following a form 


of the verb be is in the nominative case. There- 
fore, the correct expression is “If you were I”. 


In regards to: Correctly we say “As regards 
this matter’, but never correct is “In regards to 
this matter”. The correct expression is “In re- 
gard to this matter’’. 


Over with: This is a clumsy colloquialism. 
With is entirely superfluous. Instead of saying 
“I am glad that the ordeal is over with”, say “I 
am glad that the ordeal is concluded’, or merely 
“I am glad that the ordeal is over”. 


Plan on: Here is another instance of super- 
fluity. On is not only superfluous but also illogi- 
cal, because the verb plan means to form a plan 
or to form in design. Say “We planned leaving 
early’, not “We planned on leaving early”. 


Two halves: This expression is permissible 
only if the halves came from different wholes, but 
not if they came from the same whole. Never 
say ‘I cut the apple into two halves’; instead, say 
“IT cut the apple into halves”. 


HOW DO YOU PRONOUNCE IT? 


Word Preferred Secondary 
abdomen ab-doe’men ab’do-men 
advertisement ad-vur'tiz-ment ad-vur-tyze’ment 
alien ayle’yen ay'li-en 
almond ah’mund am’und 
apricot ay pri-kot ap’ri-kot 
aspirant ass-pyer ant ass’ pi-rant 
coyote kye’ohte kye-oh'tee 
depot dee’poh dep’oh 
desist de-zist’ de-sist’ 
dictator dik-tay’tur dik’tayt-ur 
dyspepsia dis-pep’si-uh dis-pep’shuh 
either ee’thur eye thur 


G. R. Turner, former newspaper columnist and now 
editor of THE SECRETARY, conducts this department 
as a regular feature each month. Mr. Turner will be glad 
to answer free of charge any member's questions pertain- 
ing to better speech. Merely address your questions to 
him at 1005 Grand Avenue, Kansas City 6, Missouri. 
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THE LETTER CLINIC 


GRAMMAR vs. GRAMMARPHOBIA 


by Aine E. Hower 


I felt that my style was cramped! 


“Don't take the time of our busy people dis- 
cussing any of the hairline points of grammar,” 
instructed the president of a large company, our 
first client, some years ago. 


“This is a sales organization,” he went on. 
“Our business is to sell customers, and we want 
our correspondents to be salesmen by letter, not 
professors of grammar.” 


Remembering that correctness is the fourth of 
the seven C’s of good letter writing, ‘clearness, 
completeness, consciousness, correctness, courtesy, 
candor, and character,’ while obedient, I secretly 
felt greatly hindered in efforts to improve the 
letters of that organization. 


Several years went by, and one day the secre- 
tary to the president of another large company 
called me on the telephone. 


“Mr. -N dictated this closing to a letter,” 
she said: ‘With kindest regards in which I know 
that mother and my wife would join if they knew 
I was writing.’ 

“He dictated WAS, and I changed it to 
WERE. Tell me why I am right. What is the 


rule?” 





HAIRLINE MATTERS 

It seemed to me that the correct way was as 
originally dictated, and I so informed my good 
friend. I pointed out to her that the subjunctive 
mood, which would be used for describing a con- 
dition contrary to fact, had been properly in- 
cluded in the sentence by the wording “‘if they 
knew.” 

The wording “I were writing’’ would indicate 
that the executive wasn’t writing. 

All of this had no weight with the very earnest 
secretary, and pages of fine print in a splendid 
reference book seemed only to confuse. 


Finally I telephoned two universities with 
highly respected English departments. Over the 
telephone one of them said definitely the cor- 
rect word was ‘were.’ The other wrote about a 
half dozen universities in the East and the two 
universities who had been consulted by telephone. 
Back came eight gracious detailed answers, most 
of which were qualified so that there was no 
clear-cut position in favor of one word or the 
other. The two universities which had answered 
by telephone reversed their previous positions 
but were still on opposite sides of the fence! 


Mind you, all of this after the letter had been 
mailed! 

Years passed by, and I began to observe that 
when the question of using “‘provided”’ or “provid- 
ing” and other points of a similar nature were 
considered by a number of English authorities, 
there would be no unanimous opinion. 

Then a little book “Grammar and Usage in 
Textbooks on English,’” by Robert C. Pooley, 
came into my hands. It pointed out that many 
textbooks written since 1900 have played up 
hairline distinctions for which there is no founda- 
tion in the finest English literature! 


EVIDENCE CONTINUED 

The evidence continued. I observed a hesitancy 
to speak naturally, on the part of many business- 
men and women who had taken special courses 
in English. Apparently they feared making a 
minor grammatical mistake. This seemed worse 
than the mistakes! Thinking to poke a little 
good-natured fun at this condition, 1 dubbed. it 
“grammarphobia.” 

An interesting inconsistency which I have found 
over a period of years is that whenever a letter 
writer has stopped to criticize another person for 
some minor grammatical mistake, I have noticed 
in the very next sentence he or she uttered, or at 
most the next paragraph, a grammatical mistake 
of at least equal seriousness! 

Further, I have listened to so-called experts on 
grammatical usage and in nearly all cases have 
observed their conscious or unconscious disregard 
of at least some of the hairline points. 

As of today, after much observation I am con- 
vinced that back in 1925, when the president of 
our client shook his finger in my face and warned 
me against taking up their correspondents’ time 
on the fine points of grammar, he was right. 

This does not mean that “them is” or “we was” 
are to be condoned or countenanced. Everyone 
should have what he considers a good background 
in grammar. This is comparatively easy to ob- 
tain. Most universities have excellent night 
school courses. It is usually possible to obtain 
full university grammar by going to night school 
one or two nights a week for about two years. 
One can brush up by means of other worth-while 
courses. But having acquired a good background, 
the habit of writing correctly, what then? Per- 
haps such a background may be compared to 
suitable clothing. Everyone should have it but 
not be too conscious of it. 





Aline E. Hower, nationally known Letter Counselor of the HOWER LETTER IM- 
PROVEMENT SERVICE, is the author of the interesting series of twenty-six articles on 
Letter Writing which recently appeared in the Christian Science Monitor, to whom credit is 
given for reproduction of the article above. Miss Hower, who has recently been appointed 
Letter Writing Counselor for NSA, will be glad to answer free of charge any NSA 
member's questions pertaining to letter writing. Merely address your questions to her at 
6321 Natural Bridge Road, St. Louis 20, Missouci. 
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PERSONALITY DEVELOPMENT 


by H. Rosinson SHIPHERD, Pu.D., Litt.D. 
TEAMWORK 


Do other people enjoy working with you? 

Please notice that this is the significant form 
this question should take. It’s not important that 
you should enjoy working with others; but it’s 
vastly important that they should find it a pleas- 
ure to work with you. And if they like it, you 
surely will. 

Working together is an exact translation of 
“co-operation” — perhaps the most overworked 
word in our vocabulary. But the real trouble with 
most of us is that we are usually talking about 
the other fellow’s co-operation—that is, his lack 
of it. Our real job is to worry about our own 
failures to co-operate—to work together. 

We are exactly right, though, in feeling the im- 
portance of this trait: for most of our days must 
be spent in work, and most of our work must be 
with others. Not even presidents and kings and 
fuehrers can go far alone; Napoleon and the 
Lion of Judah and President Wilson found that 
out. Only on a desert island is co-operation un- 
‘mecessary; and no one yet has found such living 
worth while. 

Here where we live we must play the game 
as a team, each of us playing his position for all 
it is worth; so making it possible for the others 
on our teams to play their positions and, in 
turn, finding it possible to play our position only 
because they play theirs. 

Did you notice that word ‘‘teams'’—plural? 
Each of us is on several teams. 

You are on a team at home, with your fellow- 
homemakers; and each of you has a position to 
play there. 

You are on a team at your office with your fel- 
low-workers; and your position on that team is 
very carefully worked out for you in the line-up. 
There you are playing a highly specialized pro- 
fessional game. The success of the whole team 
depends every day on your playing your position, 
for all it is worth, and nobody else's, all the time. 

You are on the all-American team of loyal citi- 
zen-patriots who do everything in their power to 
forward the victory of the national team. 

You are on a team, playing the game, working 
together, in each club or church or society you 
belong to. 

You are on a team, playing the game, working 
together, in each voluntary agreement, explicit or 
implied, you make with every public utility and 
other company you do business with: you do 
your part and they do theirs. 

It's all teamwork: pulling together, playing the 
game, working together—the American way; 
where each of us is free to stay out or sit in. But 
if you choose to sit in, you accept the rules of 
the game. This fine democratic way, where every- 
body is as free, within the rules of the game, as 
everybody else, and free to come in or stay out, 


is quite the best way yet invented, we believe, for 
a lot of people to live and work and play and 
worship together. 

The ‘‘togetherness”’ of all this of course brings 
in a sizable handful of your other personality 
traits that. make co-operation a happy success: 
Adaptability, and Broadmindedness, and Citizen- 
ship, and Graciousness, and Honorableness, and 
Loyalty, and Self-Control, and Sportsmanship, 
and Sympathy, and Tactfulness. You use every 
one in your fine co-operative teamwork; the lack 
of any one would ruin the game for you and the 
whole team. What a grand game it is! What 
splendid records and victories we can win — to- 
gether! 


x kk &k * 


1. Begin. Collecting Word-Treasures.— To 
focus your thinking on this invaluable trait of 
teamwork, start at once adding to this nucleus 
list of words that suggest it: 

collaborate, collaboration 
union, unity, unified 
harmony, harmonious 
esprit de corps 

pull together 

act in concert 
concerted action 

cast in one’s lot with 
comradeship 
fellowship 

allied with, alliance 
entente cordiale 
fraternity 
brotherhood 
partnership 

2. Write Statements About Co-operative Peo- 
ple—Make it your daily habit to compose a few 
sentences about people whose teamwork is good: 

‘“‘He was so busy working with the team that he 
never seemed to think of making solo grandstand 


plays.” 
“She had a way of carrying us along with her 
that made each of us feel our work was im- 


portant too.’ L 
“Our motto was ‘Each for all and all for each.’ 


3. Read “The Maltese Cat.’—This story, in 
Kipling’s The Day’s Work, is a thrilling, unusual 
story of the ponies in a polo game, in which the 
teamwork is the great thing. One of the best 
stories he ever wrote. 

4. Your Other Reading—David Grayson’s es- 
says and stories on friendship are all delightful 
examples of the happiness people have when they 
come out of their private burrows and start 
working and playing together. 

5. Your Letter Writing—Make every letter 
you write a tempting invitation to co-operation; 
so attractive that your correspondent will want 
to “play ball” with you. Think over again your 
other qualities that belong in good teamwork; 
and focus them on him so he'll be warmed clear 
through by the glow of your personality. Such 
letters will bring you thousandfold returns. 
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Au Office 


An office is a funny thing; each morning certain men 

And certain girls and certain boys come into it again 

And hang their coats on certain pegs, their hats on certain hooks. 
And sit them down at certain desks in front of certain books. 
They all have certain work to do in just a certain time. 
Concerning certain dollars for a certain fixed per diem; 

And then at just a certain hour, in sunshine or in rain, 

They close their desks and hurry out to catch a certain train. 


An office is a tragic thing when that is all there is, 

When each one has his certain work and certain way of his 
And wallows in a certain rut and never seems to see 

That there are certain other ones in life as well as he. 

For we would find a certain fun in certain other ways, 

If we would give a word of cheer on certain busy days— 
When problems vex, when certain things require a helping hand. 
Would give a certain sympathy that mortals understand. 


An office is a pleasant place—at least, a certain kind 
That has a certain brotherhood, where day by day you find 
Some neighbor with a new idea he’s glad to pass along, 

A certain sort of friendliness, a certain sort of song. 

There is a certain duty that we owe to other men 

To help them when they need a lift, to steady them again. 
An office can become in time, to a man and girl and boy, 
A certain kind of fellowship, and work a certain joy. 


by DOUGLAS MALLOCH 
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St. Louis, Missouri 
Topeka, Kansas 
Dallas, Texas 

Tulsa, Oklahoma 
Little Rock, Arkansas 
Kansas City, Missouri 
Cincinnati, Ohio 

Ft. Wayne, Indiana 
Davenport, Iowa 
Springfield, Missouri 
Ft. Worth, Texas 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Houston, Texas 
Nashville, Tennessee 
Pasadena, California 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansville, Indiana 
Denver. Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 

East St. Louis, Illinois 


Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 

Detroit, Michigan 

Sioux City, lowa 

St. Paul, Minnesota 

Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 

Des Moines, Iowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 
Miami, Florida 

Los Angeles, California 
Chattanooga, Tennessee 
Bartlesville. Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls. South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo. Texas 
Muncie, Indiana 

Atlanta. Georgia 

Baton Rouge. Louisiana 
San Bernardino, California 
Knoxville, Tennessee 
San Francisco. California 
Richmond. Indiana 

North Platte. Nebraska 
Okmulgee, Oklahoma 


| Cities in Which 
NSA CHAPTERS 
Have Been Gormed 


Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana, U.S.A 

San Antonio, Texas 
Orlando, Florida 

Amarillo, Texas 
Bakersfield, California 
Quincy, Illinois 

Beaumont, Texas 
Charleston, West Virginia 
Madison, Wisconsin 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Galveston, Texas 
Huntington, West Virginia 
Springfield, Illinois 

Corpus Christi. Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis. Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute. Indiana 
Peoria, Illinois 

Burlington, Iowa 
Galesburg. Illinois 
Greeley, Colorado 
Anderson. Indiana 
Toledo, Ohio 

Shawnee. Oklahoma 

New Orleans, Louisiana 


This is only a partial list. New chapters are being added constantly. 


Your N. S. A. Monogram Stationery is available in blue, green, orchid, peach, ivory,.gvhite—specially designed at $1.50 
(plus tax in Missouri) —G. S. Robertson, 229 Ward Parkway, Kansas City, Mo. 


























